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Welcome/Announcement ScreenWelcome/Announcement Screen
First screen after logging in to the OEAA Secure Site.First screen after logging in to the OEAA Secure Site.
Contains important messages in relation to the OEAA Secure Contains important messages in relation to the OEAA Secure 
Site.Site.
Contains important deadlines and dates in relation to tasks on Contains important deadlines and dates in relation to tasks on 
the OEAA Secure Site.the OEAA Secure Site.
Contains information for all assessments:Contains information for all assessments:

MEAPMEAP
MMEMME
ELPAELPA
MIMI--AccessAccess
ELPA ScreenerELPA Screener
SCASSCAS



Welcome/Announcement Welcome/Announcement 
ScreenScreen



Additional Material OrderingAdditional Material Ordering

Ordering will be open on the OEAA Secure Ordering will be open on the OEAA Secure 
Site after materials arrive in districts/schools Site after materials arrive in districts/schools ––
MEAP MEAP ApprAppr. Sept. 22. Sept. 22ndnd

Button Name for additional materials = Button Name for additional materials = 
““Material OrdersMaterial Orders””



Additional OrdersAdditional Orders



Order Summary/Shipment TrackingOrder Summary/Shipment Tracking

You can now track your order and shipment of You can now track your order and shipment of 
assessment materials on the OEAA Secure Site.assessment materials on the OEAA Secure Site.
Button Name =  Button Name =  ““Shipment TrackingShipment Tracking””
The following information will be available when The following information will be available when 
tracking your order/shipment:tracking your order/shipment:

Materials orderedMaterials ordered
Current status of ordered, i.e. pending, shippedCurrent status of ordered, i.e. pending, shipped
Date shippedDate shipped
Tracking number with link to track the package through the Tracking number with link to track the package through the 
shipping vendor i.e. FedExshipping vendor i.e. FedEx



Order Summary/Shipment TrackingOrder Summary/Shipment Tracking



PrePre--Identified Student ReportIdentified Student Report
Always run a PreAlways run a Pre--Identified Student Report well in advance of Identified Student Report well in advance of 
deadlines.deadlines.
Schools will receive printed barcode labels for students listed Schools will receive printed barcode labels for students listed on the on the 
report, prior to prereport, prior to pre--ID deadlines set by OEAA.ID deadlines set by OEAA.
Students who will not, or should not, be assessed and who are Students who will not, or should not, be assessed and who are 
unassigned from the test cycle, will not be included on the repounassigned from the test cycle, will not be included on the report. This rt. This 
includes students taking an alternate assessment or any student includes students taking an alternate assessment or any student who has who has 
moved.moved.
The report can be used as a tool to ensure that all answer documThe report can be used as a tool to ensure that all answer documents are ents are 
returned and accounted for. If a student did not test, you can nreturned and accounted for. If a student did not test, you can note on the ote on the 
report, by hand, the reason.  This can be very useful when verifreport, by hand, the reason.  This can be very useful when verifying ying 
tested roster after the assessment.  tested roster after the assessment.  
You should print and keep a final copy of the report.  Once the You should print and keep a final copy of the report.  Once the testing testing 
ends, schools will no longer have access to the Preends, schools will no longer have access to the Pre--Identified Student Identified Student 
Report.Report.



PrePre--Identified Student ReportIdentified Student Report



Barcode LabelsBarcode Labels
All answer documents All answer documents MUSTMUST have a barcode label.have a barcode label.
Reprint and replace any damaged barcode labels. i.e. student triReprint and replace any damaged barcode labels. i.e. student tried ed 
to peel label off, student marked through barcode, etc.to peel label off, student marked through barcode, etc.
Reprint and replace incorrect barcode labels. i.e. barcode was Reprint and replace incorrect barcode labels. i.e. barcode was 
placed on answer document but a different student used the placed on answer document but a different student used the 
answer document.answer document.
Barcode labels are not specific to content area but they are speBarcode labels are not specific to content area but they are specific cific 
to school and test cycle. i.e. ELPA, MIto school and test cycle. i.e. ELPA, MI--Access, MEAP, and Access, MEAP, and 
MME.MME.
All students not on the PreAll students not on the Pre--Identified Student report will need to Identified Student report will need to 
be assigned to the school and test cycle prior to printing barcobe assigned to the school and test cycle prior to printing barcode de 
labels.labels.
Only print barcodes locally using a laser printer, NOT INKJET!Only print barcodes locally using a laser printer, NOT INKJET!



Barcode Label PrintingBarcode Label Printing



Barcode Label PrintingBarcode Label Printing
Make sure that Page 
Scaling is set to 
“None” and that Auto-
Rotate and Center is 
checked.

If you have an older 
version of Adobe you 
will not have a Page 
Scaling field but 
instead will have 
Shrink to Fit or Shrink 
Oversized Pages.  
These will need to be 
unchecked.



Updating Student DemographicsUpdating Student Demographics

Do not update student demographics prior to the tested roster Do not update student demographics prior to the tested roster 
(TR) period.  Tested roster occurs after all answer documents (TR) period.  Tested roster occurs after all answer documents 
have been scanned by the contractor.have been scanned by the contractor.
OEAA will update the following demographics using the OEAA will update the following demographics using the 
September 2008 SRSD submission just prior to TR:September 2008 SRSD submission just prior to TR:

Economically Disadvantaged (ED)Economically Disadvantaged (ED)
English Language Learners (ELL)English Language Learners (ELL)
EthnicityEthnicity
Homeless (HL)Homeless (HL)
Migrant (MS)Migrant (MS)
Special Education (SE)Special Education (SE)
Feeder School CodeFeeder School Code
Less than a Full Academic Year (LTFAY)Less than a Full Academic Year (LTFAY)



Updating Student DemographicsUpdating Student Demographics

Demographics can be updated during the Demographics can be updated during the 
tested roster period by schools, however, if the tested roster period by schools, however, if the 
SRSD data is submitted correctly, schools SRSD data is submitted correctly, schools 
should not need to update demographics.should not need to update demographics.
Feeder School Code and LTFAY cannot be Feeder School Code and LTFAY cannot be 
updated or changed by schools.updated or changed by schools.
Demographics can be updated through the Demographics can be updated through the 
Mass Demo Update screen or the individual Mass Demo Update screen or the individual 
studentstudent’’s demographic screen. s demographic screen. 



Mass Demo UpdatesMass Demo Updates

All fields in the “Update 
Field” section can be 
updated for a group of 
students at one time.

Student’s names will be 
listed as a blue link and 
can be clicked on to go to 
that student’s 
demographic screen for 
updates.  This would save 
time rather than doing a 
student search for 
multiple students.



Tested RosterTested Roster
The tested roster period is after answer documents have been The tested roster period is after answer documents have been 
returned and scanned by the contractor. Schools have access to returned and scanned by the contractor. Schools have access to 
the Tested Roster on the OEAA Secure Site. the Tested Roster on the OEAA Secure Site. 
Answer documents received by the contractor are listed on the Answer documents received by the contractor are listed on the 
Tested Roster along with the studentTested Roster along with the student’’s demographic s demographic 
information.information.
This is the schools LAST opportunity to review the data and This is the schools LAST opportunity to review the data and 
make corrections or report missing answer documents prior to make corrections or report missing answer documents prior to 
the reports being printed and the AYP file being created.the reports being printed and the AYP file being created.



Tested RosterTested Roster
Students that have been bubbled with a nonStudents that have been bubbled with a non--standard standard 
accommodation (NS) and/or prohibitive behavior (PB) will need accommodation (NS) and/or prohibitive behavior (PB) will need 
to be verified and if marked incorrectly, will need to be appealto be verified and if marked incorrectly, will need to be appealed ed 
to OEAA using the Tested Roster screen.to OEAA using the Tested Roster screen.
You can submit an issue for missing test, missing students, studYou can submit an issue for missing test, missing students, student ent 
that should be moved, and student test records that need to be that should be moved, and student test records that need to be 
combined from the Tested Roster Screen.combined from the Tested Roster Screen.
You can view the outcome of a submitted issue using the You can view the outcome of a submitted issue using the ““Roster Roster 
IssuesIssues”” screen.screen.
Make sure you print the Tested Roster report once you have Make sure you print the Tested Roster report once you have 
completed your view.  This report will not be available once thecompleted your view.  This report will not be available once the
Tested Roster period has closed. The report can be used as a tooTested Roster period has closed. The report can be used as a tool l 
when verifying your AYP.when verifying your AYP.



Tested RosterTested Roster

This is a 
sample of the 
MEAP Tested 
Roster.  

The “Tests 
Taken” columns 
will be specific 
to the 
assessment 
type. i.e. ELPA,
MI-Access, 
MEAP, and 
MME.



Student Test ScoresStudent Test Scores
Users can access score reports on the OEAA Secure Site using Users can access score reports on the OEAA Secure Site using 
the Student Test Scores link once notification is sent out that the Student Test Scores link once notification is sent out that 
score reports are available.score reports are available.
Electronic reports are always available on the OEAA Secure Electronic reports are always available on the OEAA Secure 
Site prior to the hardcopies that are shipped to school.Site prior to the hardcopies that are shipped to school.
Downloadable Student Data file is also available on the Downloadable Student Data file is also available on the 
Student Test Scores screen.Student Test Scores screen.
Once you select the Test Cycle from the dropdown, the links at Once you select the Test Cycle from the dropdown, the links at 
the bottom of the page will change specific to the test cycle. the bottom of the page will change specific to the test cycle. 
These include the Student Data File Layout, Guide to Reports, These include the Student Data File Layout, Guide to Reports, 
etc.etc.



Student Test ScoresStudent Test Scores



OEAA Secure Site User ManualOEAA Secure Site User Manual

The user manual for the OEAA Secure Site The user manual for the OEAA Secure Site 
can be found in several locations on the site.can be found in several locations on the site.

Log in page prior to logging inLog in page prior to logging in
The ? button at the bottom of the menu on the left, The ? button at the bottom of the menu on the left, 
once you have logged inonce you have logged in
The The ““SupportSupport”” link at the top of each page of the link at the top of each page of the 
sitesite



Program contact informationProgram contact information
Office of Educational AssessmentOffice of Educational Assessment

and Accountabilityand Accountability

MMichiganichigan EEducationalducational AAssessmentssessment PProgramrogram

877877--560560--8378 (toll free)8378 (toll free)
517517--335335--1186 (fax)1186 (fax)

OEAA@michigan.govOEAA@michigan.gov


